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WER075 Hire Desk Controller’s Assistant

Permanent

Neilston

45 hours per week

£14800 per annum

Closing Date: 18th June 2014 
	Main duties/responsibilities:

	Support the Skip Hire Desk Controller with administrative duties

	Answer incoming enquiry calls

	Manage hire bookings

	Build rapport with customers

	Work within a small team of 4 on the hire desk


	Experience required:

	Any work experience
	Desirable
 FORMCHECKBOX 

	Essential
 FORMCHECKBOX 


	Relevant work experience (please specify below)
	Desirable
 FORMCHECKBOX 

	Essential
 FORMCHECKBOX 


	Experience of working in an office environment would be preferable.


	Skills, abilities and personal qualities:

	IT skills to process bookings
	Desirable
 FORMCHECKBOX 

	Essential
 FORMCHECKBOX 


	Outgoing and friendly personality
	Desirable
 FORMCHECKBOX 

	Essential
 FORMCHECKBOX 


	Punctual
	Desirable
 FORMCHECKBOX 

	Essential
 FORMCHECKBOX 


	Good recall
	Desirable
 FORMCHECKBOX 

	Essential
 FORMCHECKBOX 


	High level of attention to detail
	Desirable
 FORMCHECKBOX 

	Essential
 FORMCHECKBOX 


	Organisational skills
	Desirable
 FORMCHECKBOX 

	Essential
 FORMCHECKBOX 



	Additional Information:

	The site is in an out-of town location with little or poor public transport access. 
The hiring company are a well established family firm with a high number of long-serving members of staff.  The role is based in a busy office, working with a small team that handle a high volume of calls every day. It may be advantageous for candidates to have a basic knowledge of local geography but this can be learned while working in the role.

If you would like to apply for this position please send a CV to worker@eastrenfrewshire.gov.uk by 18th June 2014 quoting WER075 in all correspondence.



